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Completion Instructions: Schedule B – Service Plan Narrative
(Source: Community Annual Planning Submission (CAPS) Version Oct 08, 2008)

The Community Annual Planning Submission (CAPS) Schedule B - Narrative should be:

· No more than four (4) pages in length 

· Completed in point form 
· Letter size paper 
· Arial 11pt font 
· Do not include attachments or any other documents with the submission.

The CAPS Service Plan narrative should provide information for the 2009/10 - 2010/11 fiscal years and must include the following components:
A. Overview

This section must include a snapshot of the HSP including:

· Goals for 2009/10 and 2010/11 (will be reported on in subsequent CAPS -see section iv. Evaluation of Prior Year Performance).
· Key messages to the LHIN such as:

· quality improvement activities 

· internal evaluations or reviews planned or underway

· communication strategies planned or underway 

· any other notable activity of which the LHIN should be aware

B. Advancement of the Integrated Health Services Plan (IHSP)
Each HSP must describe:

· How the organization’s strategic and operating plans contribute to the LHIN IHSP and improve coordination of care/services in the local health system.

· How the organization will meets its obligations under sections 16(6) and 24 of the LHSIA, specifically community engagement and integration of services (see Section 2.2d Local Health System Planning):

· The results of community engagement and integration activities, specifically the impact these results will have on the community and the HSP’s ability to improve service delivery to meet identified community needs.

C. Situation Analysis

Each HSP must provide:
· Prudent business assumptions and rationale regarding, volumes, overall expenses and revenues;

· A description of significant budgetary and operational risks (no more than three (3), that are affecting the HSP’s ability to meet client care, operational objectives and financial objectives; and

· An outline of the realistic strategies to manage the identified risk(s).

· HSP may submit multiple scenarios, as appropriate.

D. Evaluation of Prior Year Performance 

Each HSP must provide:
· A critical and objective evaluation of prior fiscal year performance highlighting:

· the attainment of objectives and goals identified in the prior submission (i.e. Overview Section),

· challenges encountered, and 

· strategies undertaken to address these challenges.

· An explanation of any significant variances or changes between planned and actual results in: 
· Total expenditure,
· Total revenue,
· Clients served by service,
· Units of service by service,
· Cost per unit of service, and
· Cost per client by service.
· Significant variance is defined as a +/- 10% variation from approved amounts.  Please be specific regarding the years of the variance.  The variance calculation will be based on Part B Service Plan (Financial and Statistical) forms.
E. Changes to Operations Summary (Optional)
Each HSP must:
· Highlight changes to operations that are being considered for the 2009/10 and 2010/11 fiscal years.  (Changes that require pre-approval from the LHINs cannot be included unless the change has already been approved.)
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